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a SCC Application (a 10-page document)
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State Coordinating Council Retention Procedures

This procedure governs the maintenance of records received or produced by the
State Coordinating Council ("SCC") of the Governor's Office for Children, Youth and
Families ("OCYF") with respect to applications for funding of out-of-State placements for
individual children. Such records include applications and supporting documentation filed by
the Local Coordinating Council ("LCC"), correspondence between the SCC and the LCC,
parents and State agencies, information provided to the SCC by the out-of-State provider,
and other relevant materials.

A. Active Case Files

All Active Case Files records will be maintained at OCYF, subject to the following:

1. I f the SCC approves a case and child is placed out-of-state, the record will
remain in the Active file until the child returns from the out-of-state placement
or turns 21 years old, whichever occurs first.

2. I f the SCC rejects a case, the records will remain in the Active file for 1 year,
or, if the placement decision is challenged, for 1 year after the completion of all
appeals.

3. I f the LCC withdraws an application, either by a formal withdrawal or the
placement of the child elsewhere, the case will be removed from the Active file.

When a case is removed from the Active file, it will be filed as a closed case.

B. Closed Cases Maintained at OCYF

Closed cases will be maintained at OCYF until the child's 21st birthday or 3 years
after one of the following, whichever occurs later:

1. The return of the child from an out-of-state placement

2. The withdrawal of an LCC application

3. The completion of any appeals of a decision not to fund an out-of-state
placement.

C. Archived Closed Cases

After a closed case has been held at OCYF according to Section B, above, it will be
batched and archived, according to the child's bithdate, in 6 month intervals. Closed
cases will be destroyed, in batches, after the child's 25 birthday.
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